State of California

DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Administrative Officer I, RA 2410-4590-5xx 50002533 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
VACANT O&M/San Luis Field Division/Administration
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
01

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Lucy M. Montgomery Staff Services Manager Il (S)
APPROVED BY (Personnel Analyst's Name) DATE
MAlcantar for DA 11/23/2011

P eg_c;j%rg of Activity

30%

30%

POSITION SUMMARY

Under general supervision by the Staff Services Manager Il, the Administrative Officer | supervises
the Business Management Service Section of the Administration Branch and is responsible for the
day-to-day supervision of staff involved with procurement, contracting, warehousing, shipping &
receiving, property control, and all related business functions at the Main O&M Center

and the Coalinga Sub-Center.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, maintain
regular, consistent predictable attendance, and exercise good judgement.

Supervises Business Management Services staff in preparing purchase estimates,
purchase order, sub-purchase orders, cash purchase vouchers, department service
agreements, and service contracts. Review requisitions and direct staff in the proper
acquisition technique, communicate with vendors when acquisition is highly technical or
potentially problematic, track progress of purchases and contracts through respective
control units at DWR Headquarters, work with DWR Accounting to ensure proper
payment is made, and all other activities related to the purchase or acquisition of
commodities and services for the Field Division.

Responsible for Monitoring SAP Reports such as ME2M, ZLOG, ZMMM and ZWSR, to analyze and
coordinate material master data cleanup, review of Moving Average Price and Stock on Hand data
and implement a strategy to meet Best Business Practices. Runs PO reports and reviews with the
Staff Services Manager Il to ensure that proper purchasing practices are being followed and
charges to appropriate cost objects, PM Order, and cost elements are being charged appropriately.
(Continue on page 2)

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE

Lucy M. Montgomery >

EMPLOYEE’S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE

VACANT

>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Administrative Officer I, RA 2410-4590-5xx 50002533 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
VACANT O&M/San Luis Field Division/Administration
PerT(;%rg oF Activity
(con't) Monitors SAP budget reports to ensure costs are within budgeted amounts. Runs Dead Stock
Report monthly and reports to Field Division Branch Chiefs on stock items that have low usage and
determines best course of action. Compiles Monthly Warehouse Report on BMS Metrics and
reports to Field Division Chief/SSMII on progress and implements plans to correct deficiencies.
Conduct quarterly inventories of warehouse stock, and reconcile formal accounting records and
SAP input accordingly.
25% Supervises Field Division warehouse operations to include property control, inventory
control, shipping and receiving, storage and issuer of commodities, Spare-part lists, and all other
activities related to the effective operation of major warehouse facility.
10% Serves as member of examination and hiring panels, acts as consultant to same and
serves on committees and task groups.
5% Acts as Administrative Branch Chief during SSM II's absence or when delegated to act

in that capacity at meetings or on task groups.
SPECIAL REQUIREMENTS

Hand/finger dexterity to type/operate computer and mouse with accuracy; ability to reach and
grasp documents; able to move up to 10 pounds; ability to operate computers, computer printers,
photocopy machines, facsimile machines, staplers, paper cutters, and other common office
equipment including telephones. Must have working knowledge of all rules, laws, and procedures
relative to purchasing and contracting for the Department. Incumbent must have a valid California
Driver's License as travel will be required to perform the duties of this position.

Business English and correspondence knowledge are required, must be able to communicate
effectively with all levels of staff and outside agencies, and must analyze situations accurately and
take effective action.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department's Administrative Orders.
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: 01
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Lucy M. Montgomery
	SUPERVISOR'S CLASS: Staff Services Manager II (S)
	personnel analyst: MAlcantar for DA
	personnel date: 11/23/2011
	PERCENT OF TIME: 










30%








30%





	activity: POSITION SUMMARY
Under general supervision by the Staff Services Manager II, the Administrative Officer I supervises the Business Management Service Section of the Administration Branch and is responsible for the day-to-day supervision of staff involved with procurement, contracting, warehousing, shipping & receiving, property control, and all related business functions at the Main O&M Center
and the Coalinga Sub-Center.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, maintain
regular, consistent predictable attendance, and exercise good judgement. 

Supervises Business Management Services staff in preparing purchase estimates,
purchase order, sub-purchase orders, cash purchase vouchers, department service
agreements, and service contracts. Review requisitions and direct staff in the proper
acquisition technique, communicate with vendors when acquisition is highly technical or
potentially problematic, track progress of purchases and contracts through respective
control units at DWR Headquarters, work with DWR Accounting to ensure proper
payment is made, and all other activities related to the purchase or acquisition of
commodities and services for the Field Division.

Responsible for Monitoring SAP Reports such as ME2M, ZLOG, ZMMM and ZWSR, to analyze and coordinate material master data cleanup, review of Moving Average Price and Stock on Hand data and implement a strategy to meet Best Business Practices.  Runs PO reports and reviews with the Staff Services Manager II to ensure that proper purchasing practices are being followed and charges to appropriate cost objects, PM Order, and cost elements are being charged appropriately. (Continue on page 2)

	classification: Administrative Officer I, RA
	appointee: VACANT
	dwr position number: 2410-4590-5xx
	sap personnel no: 
	sap position number: 50002533
	division: O&M/San Luis Field Division/Administration
	mcr: 1
	percent 2: (con't)






25%



10%


5%
	activity2: Monitors SAP budget reports to ensure costs are within budgeted amounts.  Runs Dead Stock Report monthly and reports to Field Division Branch Chiefs on stock items that have low usage and determines best course of action.  Compiles Monthly Warehouse Report on BMS Metrics and reports to Field Division Chief/SSMII on progress and implements plans to correct deficiencies.   Conduct quarterly inventories of warehouse stock, and reconcile formal accounting records and SAP input accordingly.

Supervises Field Division warehouse operations to include property control, inventory
control, shipping and receiving, storage and issuer of commodities, Spare-part lists, and all other
activities related to the effective operation of major warehouse facility.

Serves as member of examination and hiring panels, acts as consultant to same and
serves on committees and task groups.

Acts as Administrative Branch Chief during SSM II's absence or when delegated to act
in that capacity at meetings or on task groups.

SPECIAL REQUIREMENTS

Hand/finger dexterity to type/operate computer and mouse with accuracy; ability to reach and grasp documents; able to move up to 10 pounds; ability to operate computers, computer printers, photocopy machines, facsimile machines, staplers, paper cutters, and other common office equipment including telephones.  Must have working knowledge of all rules, laws, and procedures relative to purchasing and contracting for the Department.  Incumbent must have a valid California Driver's License as travel will be required to perform the duties of this position.

Business English and correspondence knowledge are required, must be able to communicate effectively with all levels of staff and outside agencies, and must analyze situations accurately and take effective action. 

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

	supervisor name: Lucy M. Montgomery
	employee name: VACANT


